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ACADEMIC EXCELLENCE SCHOLARSHIP ALTERNATES 

HIGH SCHOOL GRADING SYSTEM         WEIGHTED          UNWEIGHTED 

IS THE GRADING SYTEM IN YOUR HIGH SCHOOL WEIGHTED OR UNWEIGHTED? 
• If you have a weighted system, wherein an A is worth more in some courses than in others, then you

automatically have alternates. List as your alternates the students with the next highest GPA’s.
• If you have an unweighted system, you automatically have alternates but GPA must be at least 3.8.
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Collection of the above information is a requirement of Statute 
39.41.  Personally identifiable information is used only for 
validation purposes and shall not be released without written 
permission. 

We cannot process AES nominations without a Social 
Security Number for each student included on this form.  
Please note that if any other information is incomplete, this 
will also delay awarding and processing of the scholarship.  
No award should be considered final until confirmed by a 
HEAB form mailed to the student. 
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AES Online Instructions 


        


GENERAL INSTRUCTIONS 


1. Adobe Reader version 10 or newer must be installed on your computer in order to use the form. The 
current version for your computer is always available for free and can be downloaded from the 
get.adobe.com/reader/ web site. 


2. A PASSWORD is required in order to enter data into the form.  You will find this in your HEAB mailing. 
3. The form is designed to easily navigate from field to field using the TAB key. 
4. You can SAVE YOUR WORK at any time by choosing Save from the File menu or by closing the form and 


responding “Yes” to the prompt asking if you want to save changes. 
5. The form cannot be submitted electronically to HEAB until all required information is complete and 


valid and the checkbox by the attest statement is checked. 
6. Your computer must be connected to the internet in order to submit the form. 


SCHOOL INFORMATION 


1. To begin data entry, please SELECT SCHOOL FROM DROP DOWN LIST or type in your 4 digit school 
code if you know it.  Be sure you are choosing the matching school and city. 


2. Tab and the full school address and contact name will automatically fill in.  Make corrections if needed. 
3. Enter or verify your email address. 
4. Enter your school’s ENROLLMENT NUMBER taken on the 3rd Friday in September for grades 9-12.  Tab 


and the number of scholarships your school will have fills in and that number of nomination spaces will 
be highlighted. 


NOMINATIONS 


1. Enter the student’s SOCIAL SECURITY NUMBER, no dashes needed.  We cannot process any AES award 
without an SSN.  The SSN is required for matching to AES Recipient Forms submitted by students. 


2. Enter student’s title, Mr. or Ms. 
3. Fill in the student’s first and last and name as they would like it printed on their award certificate. 
4. Enter suffix if student’s name requires, i.e. Jr. or III 
5. Fill in full student address, city, state and 5 digit zip code. 
6. Fill in student’s email address. 
7. Fill in student’s home phone number, no spaces or dashes needed. 
8. Enter the cumulative GPA as shown on the student’s official transcript. 
9. Choose the college the student is thinking of attending, at this point in time, from the drop down list of 


approved Wisconsin schools. Select Out-of-State College or College Unknown if appropriate. 



http://get.adobe.com/reader/





ALTERNATES 


1. Once the original recipients are entered, tab down to the AES ALTERNATE PAGE. 
2. Check your schools GRADING SYSTEM, either weighted or unweighted to determine the number of 


alternates available.  If you have a WEIGHTED SYSTEM, wherein an A is worth more in some courses 
than in others, then you automatically have alternates. List as your alternates the students with the 
next highest GPA’s.  If you have an UNWEIGHTED SYSTEM, you automatically have alternates but the 
GPA for each alternate must be at least 3.8  


3. Fill in student information as done with your original recipients. 
4. Given your current information, enter enough alternates so your scholarships can be awarded to a 


student attending an approved Wisconsin school.  You will be contacted if more names are needed.  
Spaces for 10 alternates appear before the signature section. Additional spaces for 14 more alternates 
appear on pages 4 and 5 of the form. 


FINISH, VALIDATE AND SUBMIT 


1. Tab to the SIGNATURE section on page 3 of the form to submit your information. 
2. Fill in your name, phone number, email address and name of your school district. 
3. Click the box next to the ATTEST STATEMENT if you can attest that the information given meets the 


standards set for the Academic Excellence scholarship. 
4. If any required information is invalid or incomplete, a message will appear indicating this is the case. 


After clicking “OK”, the spaces containing invalid or incomplete information will be outlined in red and 
the cursor will be placed on the first space needing attention. Complete or correct this information and 
then return to the signature section and click the attest checkbox again.  


5. If all required information is complete and valid, a message will appear indicating the form has been 
validated and is ready to be submitted to HEAB. Click OK and your electronic signature and date will be 
filled in and the Submit button will appear. 


6. Click the SUBMIT button to electronically transmit the form to HEAB. If a prompt asking if you want to 
allow the form to contact adobeformscentral.com appears, click Allow. A progress bar will appear 
during transmission. A message will appear indicating the result of the submission attempt. If you 
receive a Submission Successful message, close the form and save changes. Please be aware that 
your form has not been submitted to HEAB unless you receive a Submission Successful message. 
If you receive an error message stating the server could not be located, this indicates your computer 
was not able to connect to the internet. If you must close the form before you can address this issue, 
first uncheck the attest box and save changes. Resolve the problem or transfer your saved form to 
another computer. Then reopen your saved form and repeat the Finish, Validate and Submit steps. 


HOW TO MAKE CORRECTIONS 


1. To MODIFY A FORM that has been validated, click the attest box to unlock the form. Enter any changes 
or additions and follow the same steps as above to validate and submit the modified form. 
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